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PERSONNEL POLICY

1.

Introduction
A. Purpose

The purpose of this Personnel Policy is to informpiyees of personnel
guidelines of the Town of Underhill and to estdblisffective communication
between Town employees and management.

The selectboard reserves the right to add, amentklete any benefit or policy
statement herein at any time, with or without r@ticThe manual contains only
general information and guidelines. It is not imtted to be comprehensive or to
address all the possible applications of, or exoaeptto, the general policies and
procedures described.

Please read all the information presented in tbhisklet and keep it as a ready
reference. Some of the subjects described herecuered in detail in policy
documents. You should refer to those documentsgecific information since
the handbook only briefly summarized those benefits

B. Title and Authority

This policy shall be known as the Town of Undertfersonnel Policies”. These

Personnel Policies are adopted by the Town of Unilleselectboard under the

authority set forth in 24 V.S.A. 88 1121 and 112# ay their adoption supersede
any rules previously in force.

This personnel policy will be administered by thedestboard or its authorized
representative.

C. Employment at Will

This manual and the provisions contained hereimatoconstitute a contract to
employment in whole or in part.  Employment witle Town of Underhill is at
will and not for any definite period or successadrperiods of time. The Town or
the employee may terminate employment at any twid, or without notice. No
supervisor or other town representative, except tfer selectboard, has the
authority to enter into any agreement for employnfienany specified period.

D. Equal Employment Opportunity
Equal Employment Opportunity has been, and willtcwe to be, a fundamental

principle of the Town of Underhill, where employmaa based upon personal
capabilities and qualifications without discrimiioat because of race, color,



religion, gender, sexual orientation, age, natiooagin, disability, veteran’s
status, or any other protected characteristicst@bkshed by law.

This policy of Equal Employment Opportunity appliégs all policies and
procedures relating to recruitment and hiring, cengation, benefits, termination
and all other terms and conditions of employment.

E. Appendices — Work Place Policies

The Appendices attached to these Policies have dd@pted separately and may
be amended or additional policies added, from tonEme.

F. Persons Covered

Except as provided elsewhere, this personnel palppties to full-time and part-

time employees of the Town of Underhill. Except stated herein, elected
officers and their statutory assistants, membeo@afn boards and commissions,
volunteers, seasonal employees and persons whalerthe town with services

on a contract basis are not covered by this policy.

G. Type of Appointments

Based on the conditions of employment, employeesheftown fall into the
following categories:

Full-time
Part-Time
Temporary

Full-Time: A regular full-time employee works orcantinuous basis a minimum
of 30 hours per week. The full-time employee is jscibto all rules and
regulations and receives all benefits and rightgprmwided by this Personnel
Policy except where noted.

Exempt employees are classified as such if thdirdaties are exempt
from the overtime provisions of the Federal andieSi&Wage and Hour
Laws. Exempt employees are not eligible for omegtpay. Their salaries
are calculated on a weekly basis.

Non-exempt employees receive overtime pay in aecurel with our
overtime policy. Their salaries are calculatecaarhourly basis.

Part-Time: Are classified as exempt or non-exeamut work a regular schedule
of 17.5 hours or more but less than 30 hours pekwd=mployees working less
than 17.5 hours per week receive no benefits betfuogk required by law.



Temporary: A full-time or part-time employee wlsoappointed to a position for
a limited time period not to exceed six months @fit;muous service. Temporary
employees receive no benefits beyond those regbirdalw.

Employment
A. Position Vacancy

As soon as a vacancy occurs or is anticipated Trown position except town
clerk/treasurer appointees, the Department Head, stsa soon as practicable,
notify the selectboard of that vacancy. At theetiof providing said notice, the
Department Head may suggest, as he or she deemssageg the elimination of
the vacant position, filing of the vacancy by prdimo from within the
department, or revision of the relevant job desitnp

Whenever a Department Head desires to create Hral riew position, he/she
may submit to the selectboard a proposed job gesmmi (including suggested
pay rate) together with a written statement sulbsttmg the need for the
proposed position. No new position will be estsitid without the prior approval
by the selectboard.

B. Recruitment

The selectboard shall post a notice of every mpalcvacancy in all municipal

buildings for a period of at least five businesydaNotices of vacancies may
also be posted in newspapers, on the municipal s and in such other
appropriate media. Notices may also be placedafepsional or trade journals.
The town also uses the services of VLCT for reameitt.

Notice shall specify the vacant position, naturetted work to be performed,
required or preferred qualifications of the appiitsa and other such information
as may be considered desireable. Notice shaludeclverification that the
municipality does promote Equal Employment Oppatjun

All applications for employment shall be in the rforas prescribed by the
selectboard. Said form shall include informatioon@erning the applicant's
identity, work experience, and any other matter nuegt relevant by the
selectboard. Any materially false statement shalbrounds for rejection of any
application or dismissal from the Town's service.

As part of the pre-employment procedure, formeresupors, employers, and
references provided by applicants may be contatbeadtonfirm application
information. Reference checks may be personalephone contact and shall be
documented. These reference checks shall be ctadppeior to an offer of
employment and the information shall be made phiti@ application file. Motor
vehicle, criminal background and/or credit checksyrbe included and will be



completed after a conditional offer of employmerashbeen conveyed and
accepted by the applicant. All such informatiotoi$e handled as privileged and
confidential.

C. Proof of Citizenship

All new municipal employees must provide the mupadity with proof of
citizenship or legal immigration status in conformoa with federal law. Failure
to provide such proof shall result in non-hiringmmediate dismissal

On The Job
A. Attendance, Punctuality and Dependability

Because the Town of Underhill depends heavily upsnemployees, it is
important that employees attend work as schedul@dpendability, attendance,
punctuality, and a commitment to do the job riglg assential at all times. As
such, employees are expected at work on all sceédubrk days and during all
scheduled work hours and to report on time. Anrlyoemployee should notify
his/her supervisor as far in advance as possibleefishe expects to be late or
absent. To the extent permitted by law, absenteasd lateness lessen an
employee's chances for advancement and may resuftismissal. Exempt
employees, should notify co-workers of upcomingeaioss.

B. Gratuities and Gifts

Employees may not directly or indirectly ask, dethaexact, solicit, accept or
receive a gift, gratuity, act or promise benefidialthat individual, or another,
which could influence any action or inaction asatem with their official duties
on behalf of the Town, or create the appearan@@mfopriety in connection with
any actions or inactions associated with theircadfiduties on behalf of the town.

C. Job Safety

Maintaining a safe work environment requires thaticmous cooperation of all
employees. The town strongly encourages employeesommunicate with
fellow employees, their supervisor, or the seleatiaegarding safety issues.

All employees shall conduct themselves in the disgh of job obligations in a
manner which expose him/her, fellow employees, Bmdn property to the least
risk of injury or damage.

Employees should contact their supervisor or cdll 9n the event of an
emergency.



If an employee is injured on the job, the town padeg coverage and protection in
accordance with the Workers' Compensation Law. efVén injury is sustained
at work, it must be reported immediately to the Eyge's supervisor.

D. Work Relationships
All employees shall attempt to maintain productinek relationships.
E. Town Property

The Town provides supplies, equipment, vehicles araderials necessary for
employees to perform their jobs. These items arbe used solely for Town
authorized purposes. Employees are expected toisgeare in the use of Town
equipment and property. Loss, damages or theffawfn property should be
reported at once. Employees shall not use Towimpetent and vehicles while
under the influence of a controlled substance.

Employees who are issued keys to Town buildingsediicles are expected to
maintain security of property and to not distribatpies of their keys.

F. Confidentiality

An employee shall not disclose confidential infotima gained by him/her by
reason of his/her position except as authorizeequired by law, nor shall he/she
otherwise use such information for personal gaibeorefit.

G. Conduct

All employees are considered representatives ofTinen of Underhill and as
such are expected to conduct themselves in a cusitéelpful and respectful
manner in all their interactions with the publidamith other employees.

All employees are expected to faithfully execute tluties and responsibilities of
their office to the best of their ability and inropliance with the provisions of
this personnel policy. Work shall be performedan efficient, timely and
effective manner. All employees shall strive tou#ce, develop and expand the
skills required by his/her position.

H. Political Activity

No employee may use his or her official authority the purpose of interfering
with or affecting the nomination or election of argndidate for public official, or

demand or solicit from any individual direct or irett participation in any

political party, political organization or suppodf any political candidate.

Employees are prohibited from using Town facilitieguipment or resources for
political purposed and from pursuing political aittes while working.



This personnel policy is not to be construed to/@né employees form becoming
or continuing to be members of any political patyrganization, from attending
political party or organization meetings or evemtsfrom expressing their views
on political matters, so long as these views agarty articulated as being those
of the individual and not of the Town, and thestvées do not interfere with the
individual's ability to effectively perform his drer duties and take place or are
expressed during non-working hours. Nor is thispenel policy to be construed
from prohibiting, restraining or in any manner limg an individual's right to
vote with complete freedom in any election.

l. Outside Employment

The primary occupation of all full-time employedwh be the Town. Employees
may not engage in any outside business activitiggg their normal working
hours. Employees are prohibited from undertakingside employment that
interferes with their job performance or constisudéeconflict of interest.

J. Anti-Nepotism

No employee of the Town shall appoint or attempinftuence the appointment
or participate in the decisions to hire, retaimgrpote or determine the salary of
any person related to him/her by blood, marriagelase personal relationship to
any position for which compensation is receiveanrfribe Town.

It is the policy of the municipality that immediatelatives shall not be employed
in the same municipal department. Temporary engasynay be exempted from
this provision where the possibility of any conffliaf interest is deemed to be
minimal and with prior approval of the selectboaréor the purpose of this
subsection, immediate relative shall include (stapjher, (step) father, parent-in-
law, sister (in-law), brother (in-law), spouse salaughter, (step) children or
domestic partner. Any individual applying for emynent in conflict with this
policy shall be notified in writing of his/her ingibility.

K. Violence in the Work Place

The Town of Underhill strongly believes that all @oyees should be treated with
dignity and respect. Acts of violence will not bierated. Any instances of
violence must be reported to the selectboard. calhplaints will be fully
investigated. The town will promptly respond toyancident or suggestions of
violence.

L. Computer System

The Town computer system is to be used by emplojeeshe purposes of
conducting Town business. Occasional, brief, gt@priate personal use of the
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Town computer system is permitted, provided itaasistent with this policy and
does not interfere with an employee's job dutiesrasponsibilities.

Employees should have no expectation of privacyandigg anything created,
sent or received on the Town computer system. Tdven may monitor any and
all computer transactions, communications and f(régsons to ensure
compliance with this policy and to evaluate the asé&s computer system. All
files, documents, data and other electronic messagated, received or stored on
the Town computer system are open to review andlaggn by the Town and
subject to the provisions of Vermont's Public Resdraw.

Employees may not introduce software from any detsource on the Town's
computer system without explicit prior authorizatidrom their supervisor.
Employees may be held responsible for any damagassed by using
unauthorized software or viruses they introducéhenTown computer system.

Employees who have a confidential password to acties Town's operating
system should be aware that this does not mearcdhgputer system is for
personal confidential communication, nor does ggast that the computer is the
property of that person.

Transmission of electronic messages on the Townpoten system shall be
treated with the same degree of propriety, probesdism, and confidentiality as
written correspondence. The following are exampdésuses of the Town
computer system which are prohibited:

. Communications that in any way may be construgdthers as
disruptive, offensive, abusive, discriminatory, deming, or
threatening;

. Communications of sexually explicit images megesa

. Transmission of chain letters or solicitations fmersonal gain,
commercial or investment ventures, religious oritwall causes,
outside organizations, or other non job-relatedcgations during
or after work hours;

. Access to Internet resources, including web sitesnews groups,
that are inappropriate in a business setting;

. Any other use that may compromise the integritthe Town and
its business in any way.

E-mail messages that are intended to be temporagn-substantive

communications may be routinely discarded.  Howewemployees must
recognize that e-mails sent, received, or storetherTown computer system are
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subject to Vermont's Public Records Law and maydeered by the State of
Vermont's retention scheduled for municipal records

For purposes of this section, computer system medhsomputer-related

components and equipment including, but not limited host computers, file
servers, workstation terminals, laptops, softwailaternal or external

communication networks, the world wide web, theeinet, commercial online
services, bulletin board systems, back up systemddtee internal and external e-
mail systems accessed via the Town's computer egup

M. Personnel Files

Personnel records will be maintained for each egygdoof the Town. In
accordance with Vermont's Public Records Law, anpleyee or the employee's
designated representative may inspect or copy hikeo personnel file at a
mutually agreeable time during regular office ouihe Town reserves the right
to have its representative present at that timiets are examined or copied.

To keep necessary Town records up to date, em@oymest notify human
resources of any changes in:

Name and or martial status

Address and/or telephone number

Number of eligible dependents

W-4 deductions

Person to contact in case of an emergency
N. Drug Free Workplace

The municipality has adopted a drug free workplaaicy. See the full policy in
the appendices for further information.

0. Smoking in the Workplace

The municipality has adopted a smoking policy. $ae full policy in the
appendices for further information.

P. Sexual Harassment

The municipality has adopted a comprehensive Selashssment Policy. See
the full policy in the appendices for further infoation.

Q. Family and Medical Leave Act ("FMLA")

The municipality complies with the Federal FamitydaMedical Leave Act. See
the full policy in the appendices for further infoation.
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R. Health and Safety Policy

The municipality has adopted a comprehensive HealthSafety Policy. See the
full policy in the appendices for further informadi

S. Harassment Policy

The municipality has adopted a comprehensive Harass Policy. See the full
policy in the appendices for further information.

T. American With Disabilities Act ("ADA")

The municipality is committed to complying with alpplicable provisions of the
Americans With Disabilities Act. See the full pnfiin the appendices for further
information.

V. Open Door Policy and Internal Complaint System

The Town of Underhill promotes an atmosphere wheretmployees can talk
freely with members of the management staff. Enpg#¥s are encouraged to
openly discuss with their supervisor any problemshait appropriate action may
be taken. If the supervisor cannot be of assistate select board is available
for consultation and guidance. The Town of Undeihinterested in all of our
employees’ success and happiness with us. Wegfthmer welcome the
opportunity to help employees whenever feasible.

In situations where employees feel a complainni®ider, the following steps
should be taken:

If an employee believes that he/she has a legéimark-related complaint, the
employee is encouraged to first attempt to restieeissue(s) thru discussions
with his/her immediate supervisor.

If the situation is not resolved within five workindays from the time the
complaint is discussed with the employee’s immediatupervisor, barring
extenuating circumstances, it should be brouglthéoattention of the next level
supervisor or to the select board with a writtemptaint. The select board will
attempt to resolve the complaint within a reasomapériod of time while
preserving the confidentiality and privacy of thaseolved to the extent feasible.

Employee Review and Compensation

A. Employee Review Program
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In order to attract and retain a highly qualifiesdacompetent work force, the
Town has instituted an employee review programommensate employees in a
fair and equitable manner based upon demonstratedpgrformance and in
accordance with its Equal Employment Opportunitijgyo

Through this program employees will receive coridive work reviews designed

to address performance and skill developmentalsiaad interests. Under usual
and appropriate circumstances, employees shouklvee@a performance review

annually on or near their anniversary.

The selectboard will set annual salary rates ferupcoming fiscal year during
the fall budget preparation schedule taking intosoeration annual performance
reviews, responsibility, length of service, edumaticomparable studies and cost
of living among other variables.

If an employee's job responsibilities change sutistily at any time after the
annual work review, however, another review maybedormed before the next
annual review, after the new assignment has beglihe employee becomes
eligible for consideration of a salary review cepending to his/her new
assignment.

B. Payment of Salary

The Town's work week begins on Monday and endswnd®y. Salary payment
is made bi-weekly for base salary covering salarigaurs worked in the prior bi-
weekly period. Paydays are bi-weekly on evergpifhursday.

Overtime payment, which is included with the normpt employee's base salary
payment, is also paid bi-weekly with such paymeecing hours worked in the
prior bi-weekly period.

It is the Town's policy that employee paycheckd wiilly be given personally to
that employee. All other arrangements for mailorgpick-up must be made in
advance and in writing with human resources.

If the normal payday falls on a Town-recognizedidwy}, paychecks will be
distributed one workday prior to the aforementionschedule. Under no
circumstances will the Town release any paychedksr go the announced
schedule.

Employees may be paid by check or through direposli¢ of funds to either a
savings or checking account at their bank (progdime bank has direct deposit
capability). To activate direct deposit, a Dirdaeposit Authorization form
should be completed and returned with a voided goes check to human
resources. Due to banking requirements, it mag taveral weeks for activation
of the Direct Deposit.
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In the event of a lost paycheck, human resourcest el notified in writing as
soon as possible before a replacement check caslbed. In the event the lost
paycheck is recovered and the Town identifies th@éoesement as that of the
employee, the employee must remit the amount ofep&acement check to the
Town within 24 hours of the time it is demanded.

A statement of earnings is given each pay periahiployees indicating:

Gross Pay
Statutory Deductions
Voluntary Deductions

The amount of Federal withholding is affected bg thumber of exemptions
claimed on Form W-4, Employee's Withholding AllowanCertificate. If an
employee's marital status changes or the numbeexemptions previously
claimed increases or decreases, a new Form W-4 beustibmitted to human
resources.

C. Overtime Pay

Depending on Town work needs, employees will baiireg to work overtime
when requested to do so. Prior approval of a deygent head is required before
any non-exempt employee works overtime. Employaa&ing overtime without
approval will be subject to disciplinary action.

Non-exempt full-time employees are eligible for @iddal pay for work
performed beyond their regularly scheduled 40 hadrthe rate of one and one
half times their normal hourly rate. Vacation tirheliday time, or other payment
for time not worked will be included in the calciiden of whether an employee
has worked more than 40 hours.

Employees are responsible for calculating their t®voars on a daily basis. The
employee's supervisor must approve his/her hounkesloat the end of each
week. All time records must be signed by the elygdoand his/her supervisor
and submitted to the payroll department by 10:00. an the Monday preceding
the payday in order for an employee's pay to begssed for payday.

All attendance records are Town records and car® briexercised in recording
the hours worked, overtime hours, and absencespldyees are not to sign in or
out for other employees.

Exempt employees are not required to prepare tenerds; however, vacation,

holiday, and personal days must be recorded ontandance sheet in order to
keep accurate records of time taken and remaining.
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D. On Call Pay

All highway employees are eligible for on call payorder to compensate them
for being available 24/7 during the winter snowssga The on call pay is paid
over four months beginning in December and endingMarch. Eligible
employees are required to remain in the local amé be able to respond to
emergencies within one hour.

E. Work Related Expenses and Reimbursement

Employees who are required to travel in the fulféint of their jobs are
reimbursed at the mileage rate allowed by the maleRevenue Service. Other
expenses related to work will be reviewed by tHectboard and reimbursed after
the completion of an expense voucher.

Reasonable travel advances will be provided to eyggls when they are required
to travel out of town on behalf of the Town witletapproval of the selectboard.

Expense reports should be prepared and submittethiyio
Time Off
A. Vacation

Time away from work to relax and pursue speciakriedts is important to
everyone. All full-time employees are eligible fwaid vacation. Time is earned
and taken in what is considered a "vacation yeadrhe vacation year for highway
employees is the calendar year. The vacationfpeal other employees begins
and ends on their anniversary date.

For the first vacation year, vacation time will age at the rate of 1.25 days per
month. Employees will be eligible to take vacatione after completing three
months of service.

After the first vacation year of employment, emm@eyg will earn their annual
vacation days on the first day of their vacatioarye

Length of Service Annual Vacation Days
1% through 18' calendar year 15

11" calendar year 16

12" calendar year 17

13" calendar year 18

14" calendar year 19

15" and each subsequent calendar year 20
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Employees should utilize all of their allotted vaca time during the calendar

year because, except as approved by the seledtlimapecial circumstances,
employees will not be permitted to carry vacatiome not used into the following

year. For employees employed at least three yHdesrsselectboard may approve
the carry over of up to five days of vacation time

Vacation time may be taken at any time, but emmeyshould make their
vacation requests as far in advance as possitdsedBupon department needs, the
every reasonable attempt will be made to grantrapl@yee the vacation dates
he/she requests.

When a Town holiday falls during a scheduled viacatit is not counted as a
vacation day.

Any employee that becomes ill during a scheduladation cannot change a
vacation day to a personal day; scheduled vacal&ys count as vacation days
even if an employee would ordinarily take a peaalay.

An employee who resigns from employment with tlosvii will be compensated
for unused vacation leave.

B. Holidays

All full-time employees (including those in initiamployment period) are eligible
for 11 paid holidays per year as follows:

New Year's Day
President's Day

Memorial Day
Independence Day

Labor Day

Veterans Day

1/2 Day Before Thanksgiving
Thanksgiving Day

Day after Thanksgiving
1/2 Day on Christmas Eve
Christmas Day

Employees are also eligible for one "floater" Half. Non-exempt employees
may take the floater holiday in 1/2 day increments

At the end of each year the holiday schedule ferctbming year will be posted at
town hall and the town garage.

When a holiday falls on a weekend, it will be atvee on either the preceding
Friday or the following Monday.
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No holiday pay may be carried forward to anothesary
C. Personal Time

All full-time employees are eligible for five paidersonal days per year, to be
used for doctor's visits, illness, religious olagice, moving, etc. During the
first year of employment with the Town personajslare prorated.

Personal days generally are not approved befomratoyee has been employed
at the Town for at least three months. They arddoused at the employee's
convenience with his/her supervisor’'s advance @air

Employees may carry forward accrued but unusedopet leave up to a
maximum of twenty (20) days.

Under no circumstances will payment in lieu of diroff be given and personal
days not taken when an employee terminates wilbtieited.

D. Jury Duty Leave

In compliance with 21 V.S.A. 8§ 499 and in recogmtby the Town that it is a

civic obligation of each Town employee to servey jduty when called, a leave of
absence will be granted to all full-time and parte employees who have been
notified to serve. During this leave, employeel e compensated by payment
of an amount equal to the difference between fhejyrduty pay and their regular

salary. An employee on jury duty is expectedeort to work any day he/she is
excused from jury duty.

Upon receipt of the notice to serve jury duty, émployee should immediately
notify his/her supervisor, as well as human resesir Additionally, a copy
of the notice to serve jury duty should be attacteethe employee's attendance
record for attendance purposes.

Upon the employee's return, the employee musfynbluman Resources and
must submit a signed Certificate of Jury Duty aading the number of days
served.

E. Military Leave

The Town will comply with the requirements of théniformed Services

Employment and Reemployment Rights Act (USERRA),LBS.C. 88 4303 et

seq., and 21 V.S.A. 88 791 et seq. Employeestak® military leave subject to
the provisions of these laws will be granted leanthout pay. At the option of

the employee, any paid leave accrued prior toctramencement of the leave
may be used.
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During a military leave of less than 31 days, mplyee is entitled to continued
group health plan coverage under the same conditas if the employee had
continued to work. For military leaves of morenth31 days, an employee may
elect to continue his/her health coverage for ap24 months of uniformed
service, but may be required to pay all of thenpoen for the continuation
coverage.

Upon receipt of orders for active or reserve daty, employee should notify
his/her supervisor, as well as Human Resourcesp@s as possible, and submit a
copy of the military orders.

Employees will also be granted time off for miitaraining (normally 14 days
plus travel time) and other related obligationschs as for an examination to
determine fitness to perform service.

F. Bereavement Leave

In the unfortunate event of a death in the imntediamily, a leave of absence of
up to 5 days with pay will be granted. These foays are to be taken
consecutively within a reasonable time of the d&yhe death or day of the
funeral, and may not be split or postponed.

For this purpose, immediate family is defined as:

Spouse/Domestic Partner

Child

Step Child

Parents (including parents of spouse or dompstimer)
Step Parents

Siblings

Step Siblings

Grandparents

Grandchildren

Ward

Any relative residing in the employee's home

Employees should make their supervisor aware @i thituation. In turn, the
supervisor should notify human resources.

G. Time Off To Vote
On days when elections for public office are scihedl in the Town, employee

schedules will be changed as needed to ensurdghthamployee has adequate
time to vote.
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Employees living in other localities or stateslwiged to inform their supervisor
in advance if they expect any conflict with thewrk schedule and the exercise of
voting rights in any election for public office.

No employee will be penalized or retaliated agafos requesting time off to
vote.

H. Parental and Family Leave

Employees are eligible to receive benefits asriteeat in the Family and Medial
Leave Act ("FMLA") and the Vermont Parental andriilg Leave Act ("PFLA").
The Town reserves the right to designate any fyiradj leave of absence granted
under this policy as leave under FMLA or the PFLWhere an employee's leave
request is covered by the PFLA and the FMLA, tlevit will adhere to the law
that provides the most benefits to the employeésan employee is entitled to
leave under both PFLA and FMLA, the leave periwdksrun concurrently.

FMLA rights are detailed in the appendices to guoscy.

For the purposes of determining the twelve montfiogdein which an employee
may be entitle to PFLA and/or FMLA leave, the Towill use a rolling twelve-
month period measured backward from the date arogeg uses such leave.

l. Short Term Family Leave

In accordance with the Vermont Short Term Familgate Law, eligible
employees may be entitled to take unpaid leavametxceed four hours in any
thirty-day period and not to exceed twenty-fouutsoin any twelve month period
for the following purposes:

To participate in preschool or school activiti@gctly related to the
academic educational advancement of the empkghad, step-child,
foster child, or ward;

To attend or accompany the employee's childrerdamily member to
routine medical or dental appointments;

To accompany the employee's parent, spouser@ntpa-law to other
appointments for professional services relatetieo care and well-being;
or

To respond to a medical emergency of the emplsyamily member.
The Town may require that leave be taken in a mimmof two-hour

segments. At the option of the employee, accrad lpave may be used.
An employee shall make a reasonable attempt todstdheppointments
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for which leave may be taken outside of regular kwbours.  The
employee shall provide the Town with the earliessgible notice of the
intent to take short term family leave.

J. Compensatory Time

The Town compensates all nonexempt employees aatbeof one and one-half
hours for each hour excess of forty hours in angkweek. Employees employed
in executive, administrative or professional capesias defined by FLSA are
exempt from this requirement.

In lieu of overtime pay, nonexempt employees maywee compensatory time off
(“comp time”) subject to the following conditions:

Comp time is earned at a rate of one and onehbalfs for each hour worked in
excess of forty hours in any workweek.

An employee may accrue a maximum of forty hodrsomp time (40 hours of
comp time represents 26.67 hours of actual overtimaek). An employee who
has accrued 40 hours of comp time will be paid twer compensation for
additional overtime hours worked.

An employee may, at the Town’s discretion, bedpai cash in lieu of
compensatory time off.

An employee receiving payment for accrued come twill be paid at the regular
rate of pay earned by the employee at the timeetin@loyee receives such
payment.

Upon termination from employment, an employed bal paid for unused comp
time at a rate not less than the average regutar o pay received by the
employee during the last three years of employnnthe employee’s final
regular rate of pay, whichever is higher.

An employee who has accrued comp time and reggiesie of comp time will be
permitted to use such time off within a reasonglieod after making the request,
if such use does not unduly disrupt the Town’s afjens. Request for use of
comp time must be submitted to the employee’s sugmmr, who will have sole
discretion to grant or deny the request. Requestsse of comp time will not be
unreasonably withheld.

K. Leave of Absence Without Pay

All requests for leaves of absence without paydoy reason other than those
covered by federal or state law must be submittedriting to the employee's
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supervisor and must set forth the purpose for wthe leave is requested. All
leave requests must be for a definite periodroétand include a specific date of
return.

If a leave of absence without pay is granted, éhloyee may, at the select-
board's sold discretion, continue the employessig health plan coverage by
paying the required premium in accordance withagngent schedule established
by the Town. Other employee benefits, such asgomed time off, vacation,
seniority, etc. do not accrue during the unpaavéeperiod.

Employee Benefits
A. Disclaimer

The Town has established a variety of employee fligmi@grams designed to

assist employees and their eligible dependentsaatimg the financial burdens
that can result from illness and disability, and help employees plan for

retirement. This portion of the Personnel Policgndbook contains a very
general description of the benefits to which empynay be entitled. Please
understand that this general explanation is nenéd to, and does not, provide
employees with all the details of these benefitherefore this policy does not
change or otherwise interpret the terms of thecwifiplan documents. To the
extent that any of the information contained irstpolicy is inconsistent with the

official plan documents, the provisions of the atil documents will govern in all

cases.

Please note that nothing contained in the bepé&lits described herein shall be
held or construed to create a promise of employnoerfuture benefits, or a
binding contract between the Town and its emplsyeretirees or their
dependents, for benefits or for any other purposd. employees shall remain
subject to discharge or discipline to the samerexs if these plans had not been
put into effect.

As in the past, the Town reserves the right, snsitle and absolute discretion, to
amend, modify or terminate, in whole or in party @r all of the provisions of the

benefit plans described herein, including any thela¢énefits that may be extended
to retirees and their dependents. Further, thenTieserves the exclusive right,
power and authority, in its sole and absoluterdisan, to administer, apply and

interpret the benefit plans described herein, tandecide all matters arising in

connection with the operation or administratiorsoth plans.

For more complete information regarding any of benefit programs, please
refer to the Summary Plan Descriptions, which weovided to you separately or
contact human resources. If you lost or misplattenke descriptions, please
contact human resources for another copy.
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B. Federal Social Security

The Town participates in the Social Security paogr The social security system
provides disability, retirement and Medicare segsito qualified employees. All
employees must participate in the Social Secyibgram. Both employees and
the Town contribute a percentage of wages as lestad by the federal

government.

The current percentages can be found in Circular &
http://www.irs.gov/formspubs Benefits of the program can be found at
www.socialsecurity.gov

C. Workers' Compensation

The Town is covered under statutory state Workeoshpensation Laws. Should
you sustain a work-related injury, you must imnagelly notify your department
supervisor or Human Resources. A "First Reportiméiry" form will be
completed by the Town and a copy given to the epgd.

It is the Town's policy that if medical care iseded, except in the event of an
emergency, the employee must use the Town's deejrcare provider for at
least the first visit.

In the event that an employee must take time efflise of a work related injury
or illness, he/she will be paid by the workersinpensation insurance carrier.
Any voluntary deductions from the employee's paystrbe reimbursed by the
employee during the absence.

Information of the State of Vermont Workers' Comgetion Laws and
benefits can be found at the State Labor Websitevaw.labor.vermont.gov

D. Health Insurance

Employees are eligible for group health insurarfcgou are employed by the
Town on a full-time or part time basis at leasti®rs per week. The plan year
for the health insurance is the calendar year.

Employees will become eligible to receive bendfiten the plan on the first day
of the calendar month coincident with or next faling the date you first perform
an hour of service as an eligible employee.

Once made, an employee’s election to join the grsugenerally fixed for the
remainder of the plan year. However, if an empdoymdergoes a change in
family status (as defined in the Plan documeng, dmployee may make a mid-
year change in coverage (i.e., change coverage ifidividual to family or from
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family to individual, add or delete dependentsyewoke coverage), provided the
employee does so within 30 days from the dateettiange in family status, in a
manner provided by the Plan. Please contact hussources to determine if a
family status change qualifies under the Plan deamtrand IRS regulations.

At the end of each calendar year, during open kneoit employees are free to
change medical elections for the following calengtaar, whether or not the
employee has a change in family status.

Human resources will assist employees in makiegigcessary arrangements for
enrollment. A complete description of the plampiovided to each employee as
a Summary Plan Description and appropriate supgiésn

The selectboard will decide annually during openokment whether to adjust
deductibles, HRA contributions, employee premiuontdbutions and Town
premium contributions.

E. Dental Insurance

Regular, non-temporary, non-seasonal employeedanbgischeduled to work at
least 30 hours per week, are eligible for the TeA»éntal Plan.

Employees become eligible to receive benefits ftbmplan on the first day of
the calendar month coincident with or next follogvithe date the employee first
performs an hour of service as an eligible employee

The Town pays 100% the premium.
F. Group Life Insurance

The Town offers regular employees who are schedwledork at least 30 hours
per week and have been employed by the Town fleraat 30 days an employer-
paid basic group term life policy along with an idental death and

dismemberment policy. Each policy pays a flat 8Q0,life and $10,000 ADD.

The Town pays 100% of the premium.
G. Short Term Disability

The Town's short-term disability plan is an insweabenefit that provides 60% of
weekly wages up to a maximum of $500 for employ&ke are unable to work
due to non-work related illness, injury or disaWiliafter an absence of 7
consecutive calendar days. Benefits begin on tieddy of disability and
continue for related absences up to a maximum ofvé@ks. Eligibility is the
same as that for life insurance. This short tersaldlity insurance plan does not
provide employees any additional leave time.
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Any FMLA leave to which an employee may be enditteens concurrently with
time off granted under this policy. In other werdan employee cannot take
his/her full short term disability benefits, artieh take three months off under
FMLA; any time spend on short term disability ctaias part of an employee's
FMLA leave. The same rules apply to PFLA.

The Town pays 100% of the premium.
H. Long Term Disability

The Town offers full-time employees a Long Termdbigity (LTD) plan. This
plan provides for month LTD benefits of 50% of lzasnonthly earnings to a
maximum benefit of $4,000 per month. LTD bendifiése a 180 day elimination
period and are payable to age 65 or Normal Retintrdge (NRA). Eligibility is
the same as that for life insurance.

The Town pays 100% of the premium.
l. Retirement Plan

The Town is a member of Vermont Municipal Emplaydetirement System
(VMERS). VMERS is the public pension plan prowdday the State of Vermont
for participating municipalities’ employees. Itasv created in 1975 and is
governed by Vermont Statute Title 24, Chapter 125.

All employees who work on a regular basis for less than 24 hours per week
and for not less than 1040 hours in a year musttfee system as a condition of
employment and begin contributions immediatelyrugate of hire.

The Town is enrolled in Group C of the Defined B#&nPlan of VMERS With a
defined benefit plan a participant's actual reteat benefit is specifically
determined by a formula, which contains threealdés; the participant's service
credit, the participant's age at retirement, drartaverage final compensation.
The final benefit is not determined by the amoohtontributions made to the
plan.

As of January 1, 2011, Group C members make anmgatax contributions
equal to 9.25% of pay into the trust fund. Earsing the trust fund investments
provide a portion of your benefits, along with 6.Fmployer's contribution.
Contribution rates are subject to change.

Complete details concerning contributions, besdditd investments of the plan
can be found avww.vermonttreasurer.gov/retirement
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J. Employee Professional Development

In order to maintain and improve the quality ofvéses provided to the public,
the municipality encourages the continuing pratesd development of all staff
members. Toward this end, the Town provides abmsrof opportunities to staff
as follows:

1. Training seminars, conferences and singlegelcourses which
are directly related to job responsibilities niieeyattended by
employees after securing prior approval by #letboard. The
Town will pay all the related costs of thesanaiies, including
payment for meals and overnight accommodatismaay be
required to allow attendance. Receipts foegienses must be
provided in order for an employee to be reimbedr®or travel,
meals and lodging. Paid time off from worknsluded if the
course, conference or seminar cannot be scteedulkéng non-
working hours.

2. Workshops presented by state agencies, congnftevare
providers, and professional associations areiged for in each
departments budget and may be attended by ergsdayf that
department without prior selectboard approvairiher to keep
current on statues, regulation and laws govgrtheir positions.

3. Membership in professional organizations egldb the
employee's position or encouraged and providethfdepartment
budgets.

K. Employee Assistance Program ("EAP")

The Town offers a voluntary and professional senthat provides information,
counseling, and referral service to all full-timed part-time employees and their
dependents. There is no cost to access EAP ssrvidlowever, anyone who is
referred to an outside specialist will be resplolesior payment to such third party
(health insurance may apply).

INVEST EAP is the service provider. Their codonse provide support,
information, and referrals to other professionalthe areas of family/relationship
problems, workplace stress, anxiety/depressiomsst substance abuse, legal
issues, financial problems, daycare and eldenmem®urces, grief and loss, career
planning, as well as anger and violence. EAP selans are available by
telephone 24 hours per day, seven days per we@0@) 287-2173. They are
also available in person or on the welbvatw.investeap.org
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Disciplinary Action
A. Discipline Other Then Immediate Termination

All employees are expected to meet the Town'sdstahof work performance.
Work performance encompasses many factors, inguditendance, punctuality,
personal conduct, job proficiency and general dampe with the Town's
policies and procedures.

If an employee does not meet these standardd,divea may, under appropriate
circumstance, take corrective action, other tinamediate dismissal.

The intent of corrective action is to formally dogent problems while providing
the employee with a reasonable time within whlmprove performance. The
process is designed to encourage development dwyidprg employees with
guidance in areas that need improvement such as work performance,
attendance problems, personal conduct, generapl@me with the Town's
policies and procedures and/or other disciplimapplems.

B. Progressive Disciplinary Process

The Town has adopted a progressive disciplinega®do identify and address
employee and employment related problems. Then®progressive discipline
process applies to any and all employee conduat tine Town in its sole

discretion, determines must be addressed by diseip

The progressive discipline process does not afiplglected officers and their
statutory assistants. Statutory assistants iecltie assistant clerk and the
assistance treasurer.

Under the Town's progressive discipline processgraployee may be subject to
disciplinary action, up to and including termimat;j for violation of the provisions
of this personnel policy and/or failure to maintaan acceptable level of
performance. The Town may take prior disciplinaction into consideration
when disciplining or terminating an employee. liwmns of different rules may
be treated as repeated violations of the samefoulgpurposes of progressive
discipline.

Most often, employee conduct that warrants digegptesults from unacceptable
behavior, poor performance, or violation of thewhés policies, practices, or
procedures. The Town also reserves the righinfwose discipline for off-duty

conduct that adversely impacts the legitimater@sis of the Town.
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Notwithstanding this progressive disciplinary prege employment with the
Town of Underhill is at-will and the Town reservibe right in its sole discretion
to bypass progressive discipline and to take wigaitagtion it deems necessary to
address the issue at hand. This means that mdessevere discipline, up to
and including termination may be imposed in a gisgnation at the Town’s sole
discretion.

The Town also retains the right to unilaterallymehate positions or reduce the
work hours of a position or positions due to egormmoconditions, shortage of
work, organizational efficiency, changes in depmntal functions, reorganization
or reclassification of positions resulting in tekmination of a position, or for
other related reasons.

The town will normally adhere to the following gressive process, but reserves
the right to bypass any or all steps of progresshigcipline when it determines, in
it sole discretion, that deviation from the praceswarranted: (1) verbal warning;
(2) written warning; (3) suspension; and (4) teration.

Employees who have had formal written warnings aoe eligible for salary
increases, bonus awards, promotions or transtensgithe warning period.

C. Prohibited Conduct

Employees are prohibited from engaging in condist#d below and may receive
discipline, up to and including immediate termioat for doing so.

Refusing to do assigned work or failing to caray the reasonable
assignments of a supervisor or selectboard member

Being inattentive to duty, including sleepingtba job.

Falsifying a time card or other record or giviatge information to
anyone whose duty is to make such a record.

Being repeatedly or continuously absent or la@#g absent without
notice or satisfactory reason or leaving one'skvassignment without
appropriate authorization.

Conducting oneself in any manner that is offemsabusive or contrary to
reasonable community standards and expectatignsbtic employees.

Engaging in any form of harassment includingusékarassment.

Misusing, misappropriating, or willfully negléay Town property, funds,
materials, or equipment or supplies.

28



Unlawfully distributing, selling, possessingingsor being under the
influence of alcohol or drugs when on the jolswiject to duty.

Fighting, engaging in horseplay or acting in amnner which endangers
the safety of oneself or others. This includets af violence as well as
threats of violence.

Stealing or possessing without authority anyipggent, tools, materials or
other property of the Town or attempting to reetivem from the
premises without approval or permission fromappropriate authority.

Marking or defacing walls, fixtures, equipmengls, materials or other
Town property, or willfully damaging or destrogiproperty in any way.

Willful violation of Town rules or policies.

This list is intended to be representative oftiypes of activities that may result
in disciplinary action. This list, is not exhawust and is not intended to be
comprehensive. It does not change the at-willleympent relationship between
the employee and the Town.

In the event of dismissal for misconduct, all f&eeend at the end of the month.
COBRA may not be available to anyone dismissednftbe Town for gross
misconduct.

Leaving the Town
A. Resignation

When an employee decides to leave for any readsefheh supervisor, human
resources, and the Selectboard would like the dppity to discuss the
resignation before final action is taken. The Towften finds during this
conversation that another alternative may be bettdt however, after full
consideration the employee decides to leave, redquested that the employee
provide the Town with a written two-week advancdice period (bear in mind
that vacation days or personal days may not beidied in the two-week notice
period).

The Town will compensate employees for unused \@tatf as sometimes
happens, the employee's supervisor wishes forrimogee to leave prior to the
end of the employee's two-weeks notice, the emplayay be paid for the
remainder of the period.

B. Employee Termination Process
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The Town of Underhill has adopted an employmenhieation process. Most
often, employee conduct that warrants terminatiesults from unacceptable
behavior, poor performance, or violation of the Tsvpolicies, practices, or
procedures. However, termination may result franduct that falls outside of
those identified areas.

The Town retains the right to unilaterally elimi@at position and thus terminate
employment or reduce the work hours for some oeralbloyees due to economic
conditions, shortage of work, organizational e#fi@y, changes in departmental
functions, reorganization or reclassification of spions resulting in the
elimination of a position or for other related r@as. In such case, this
termination process does not apply.

The Town need not utilize this termination prockss may take whatever action
it deems necessary to address the issue at haotwvitihstanding the description
of this termination process, employment with theviiaf Underhill is at-will.

An employee being considered for termination w#l porovided with a written

notice. The notice will contain a brief statemeiftthe reasons termination is
being considered and the date, time and placepsé-dermination meeting with

the employee’s supervisor.

At the pre-termination meeting, the employee Wwél afforded an opportunity to

present the employee’s response to the reasorierfomation. If the employee

declines to attend the pre-termination meeting,ettmployer may submit written

response to the pre-termination notice not latantthe scheduled date of the
meeting.

Within seven days of the date of the meeting, tingesvisor will provide the
employee with a written notice informing the emmeywhether he/she has been
terminated. If the employee has been terminateel, notice will provide the
general reasons therefore and will also informethmployee of the opportunity to
request a post-termination hearing before the s®acd by giving written notice
of such request to the supervisor within seven .dayse employee will be
informed that the employee’s failure to make a tymeequest for a post-
termination hearing will result in such hearingrizewaived.

If a request for a post-termination hearing is mabe selectboard will provide
the employee with a notice informing the employé#he date, time, and place of
the post-termination hearing before the selecthoarte notice will inform the
employee of his or her right to be represented diynsel, to present and cross-
examine witnesses and to offer supporting documamtisevidence. The notice
will also inform the employee of his or hier rigbhthave the hearing conducted in
executive session in accordance with 1 V.S.A. 8 313
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At the post-termination hearing, the employee Wl afforded the opportunity to
address the basis for termination by hearing andméxng the evidence

presented against the employee, cross-examiningesges and presenting
evidence on his/her behalf. The selectboard wdkensuch determinatinos as
may be necessary in the event of evidentiary oiojestor disputes. When the
hearing is adjourned, the selectboard, under thieoaty granted by 1 V.S.A. §

313(e), will consider the 3evidence presented i@ kiearing in deliberative

session.

The selectboard will render a written decision witfourteen days after close of
the hearing, unless otherwise agreed upon by thega

C. Post Resignation/Termination Process

Human Resources is responsible for scheduling xh iaterview with a

terminating employee on the employee's last dayewiployment and for
arranging the return of Town property includinglthmg or file cabinet keys,
credit cards, manuals and other issued propedizevmail passwords and all
computer passwords.

Employees may choose the continuation or waviecahprehensive medical
coverage and dental coverage under COBRA.

Benefits end on your last day of employment. Arplayee, unless dismissed for
gross misconduct, has the option to convert toviddal life insurance, and/or to
continue Medical/Dental Benefits in accordance wita Consolidated Omnibus
Budget Reconciliation Act ("COBRA") regulations. hd Town's COBRA
administration is handled by Choice COBRA.

The final paycheck will be mailed during the nagtmal pay period. If there are
unpaid obligations to the Town, the final paychedk reflect the appropriate
deductions.

Severability
If any provision of this personnel policy or thepication hereof to any person or
a circumstance(s) is held invalid, this invalidityes not effect other provisions or

applications of the personnel rules which can ibergeffect without the invalid
provision or applications. For this purpose, fhessonnel policy is severable.
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ADOPTED this day of 20

SIGNATURES of SELECTBOARD:

Revised by resolution of the Selectboard on May 16, 2015.
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EMPLOYEE ACKNOWLEDGEMENT OF RECEIPT OF THE TOWN OF
UNDERHILL PERSONNEL POLICY and SUPPORTING DOCUMENTS

I, the undersigned, hereby acknowledge receipt afopy of the Personnel Policy
Handbook and attachments, including the HealthSafdty Policy, Tobacco Policy, Drug
and Alcohol Policy, Harassment and Sexual HarassR@ities.

The contents were reviewed by me.

| have been given an opportunity to ask questidmsutathe policy and | have been
provided with satisfactory information in respomtgeny questions.

| understand that the language used in this pegdgowolicy is not intended to
create, nor should it be construed to create aracinbf employment between
myself and the Town of Underhill.

| acknowledge that the Town of Underhill reservée tight to add, amend or
discontinue any of the provisions of this policy &my reason, in whole or in part, at any
time, with or without notice.

| acknowledge that | understand the Town of Undlegarsonnel policy and | agree
that | will comply with all of its provisions.

Signature Printed Name

Date

33



APPENDIX A
TOWN OF UNDERHILL
DRUG-FREE WORKPLACE POLICY

Purpose and Policy Statement

The Town of Underhill is responsible, as an emplpyer maintaining safe, efficient
working conditions for their employees by providiagdrug-free workplace. Therefore,
municipal employees shall not engage in the unlbmnufacture, distribution, possession
or use of controlled substances (drugs) on thejan any municipal work site.

An employee who is under the influence of any doagthe job may pose serious safety
and health risks not only to the user but to cokers and the general public at large.

Applicability and Conditions

1. Employees shall be required, as a conditiorheir temployment, to abide by the
terms and conditions of this Drug-Free Workplaokdcly.

2. An employee shall notify his/her Department He&dany criminal drug statute
conviction for a violation occurring in the workgle no later than five (5) days
after such conviction. Failure to notify will résin discipline, up to and including
dismissal.

3. An employee convicted under any criminal draguge for a violation occurring in
the workplace, while on or off duty, or on dutyawfrom the workplace, shall be
immediately dismissed for the first offence.

4, Any disciplinary action must comply with the Anoan with Disabilities Act, if
applicable.
5. An employee not convicted under any criminabdstatute, but who engages in the

illegal manufacture, distribution, dispensatiommsgession or use of controlled
substances in any municipal workplace while oonfbduty, or on duty away from

the workplace, shall be subject to discipline a@nd including dismissal for the
first occurrence. An employee engaging in sudiors while off duty and away

from the workplace may be subject to discipling,ta and including dismissal,
including for the first offense.

6. Any employee on municipal premises who appeatetunder the influence of, or
who possesses illegal or non-medically authoridedys, or who has used such
drugs on municipal premises, may be temporarilieved from duty pending
further investigation.
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7. If the use of legal drugs endangers safety, gemant may reassign work on a
temporary or permanent basis.

8. For certain positions, the legal use of a diag ose a significant risk to the safety
of the employee and others. Employees who fediave been informed, that the
use of such a drug may present a safety riskjcareport such drug use to their
supervisor.

9. Misuse of prescription drugs is considered tothee illegal use of drugs. This
includes both the use of such drugs in a maneensistent with the prescribed use
and any use of prescription drugs by persons fmmwthey are not prescribed.

Adopted by the Underhill Selectboard onthe ___y afa 20
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APPENDIX B
TOWN OF UNDERHILL
SMOKING POLICY

The Town prohibits all smoking throughout its wddqge. This prohibition extends to
smokeless tobacco products, unless that are irteldeEnan employee's program to quit
smoking, i.e. "the patch" etc.

Adopted by the Underhill Selectboard on Octob&(®9

By Stephen Walkerman, Chair Underhill Selectboard
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APPENDIX C
TOWN OF UNDERHILL
SEXUAL HARASSMENT POLICY

Definition

Sexual harassment is a form of sex discriminatitinnvolves behavior that may include
unwelcome sexual advances, requests for sexualtsfaamd other verbal or physical
conduct. Examples of sexual harassment includefdl@wving: abusing an employee
through insulting or degrading sexual remarks odcogt; threats, demands, or suggestions
that an employee's work status is contingent ugwn émployee's toleration of, or
acquiescence to, sexual advances; retaliation stgamemployee for complaining about
the behaviors described above.

Policy

Sexual harassment in the workplace is unlawfulis further unlawful to retaliate against
an employee for filing a complaint of sexual hanasst or for cooperating in an
investigation of sexual harassment. Employees Hhgeright to work without being
subject to insulting, degrading, or exploitativeatment on the basis of their gender.
Sexual harassment by Town employees in any forstristly prohibited. Likewise, the
Town of Underhill will not tolerate retaliation agat an employee for filing a complaint of
sexual harassment or for cooperating in an invaisbig of harassment. Further, the Town
will address complaints regarding sexual harassmenimitted in the workplace by
employees against non-employees and by non-emplojgeeh as vendors, customers,
board members, and other workplace visitors) agamgployees to the extent possible.

Consequence

Employees who violate this policy will be subject disciplinary action, up to and
including discharge. An employee subject to seka@hssment in encourage to report it
before it becomes sever or pervasive, he/she sbéfly either the Highway Foreman,
Town Administrator or Selectboard member. A prgmistorough and impartial
investigation will be conducted and employee caaritaality will be protected to the extent
possible. If it is determined that unlawful sexbatassment has occurred, the Town will
take immediate and appropriate corrective action.

Employees may also contact the State of VermordrAdly's General Office, 109 State
Street, Montpelier (828-3171) or the federal Edtralployment Opportunity Commission,
JFK Federal Building, 475 Government Center, BadtbA 02203, (800) 669-4000.

Adopted by the Underhill, VT Selectboard on ApriD08
Reviewed by the Underhill Selectboard; no changadenon October 9, 2009
Reviewed by the Underhill Selectboard; changeshorwto notify on February 28, 2013

By Stephen Walkerman, Chair Underhill Selectboard
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APPENDIX D
TOWN OF UNDERHILL
FAMILY AND MEDICAL LEAVE

Overview

The rights of employees to have time off for certaiedical or family reasons come from
two different sources: the federal Family and Matliceave Act (FMLA), 29 U.S.C.
82601 et.seq.; the Vermont Parental and Family éedwet, 21 V.S.A. 8470 et.seq,.
Although they are similar in many ways, the fedexall state statutes are different in
other significant ways.

Parental and Medical Leave

Vermont law requires many employers to allow fulté employees to take up to 12
weeks per year of unpaid leave for pregnancy, battoption, or serious illness of
themselves or close family members. Employers noayetaliate against employees who
exercise their rights under the law and normallysirainstate employees in their jobs on
return from leave.

The parental leave section of the act appliesrtployers with 10 or more
employees. The Town of Underhill is subjecthis tsection.

The medical leave section of the act appliestployers with 15 or more
employees. The Town of Underhill is not subjecthis section.

To qualify under the act employees must be naotisly employed by the
same employer for a period of one year an avesageleast 30 hours per
week.

Short-Term Leave

Vermont law also allows many employees to takeai@4 hours per year (4 hours per
month) of short-term unpaid leave for routine matliand dental care, children’s
academic needs, medical emergencies, and the like.

Federal Family and Medical Leave Act ("EMLA")

The Family and Medical Leave Act ("FMLA") providetigible employees with up to 12
workweeks of unpaid leave for certain family anddmal reasons during a 12 month
period. During this leave, an eligible employeersitled to continued group health plan
coverage as if the employee had continued to wotk.the conclusion of the leave,
subject to some exceptions, an employee generadiythre right to return to the same or
to an equivalent position.
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Employee Eligibility Criteria

To be eligible for FMLA leave, an employee must ddeen employed by the Town of
Underhill:

For at least 12 months (which need not be consejuaind

For at least 1,250 hours during the 12 month demomediately preceding the
commencement of the leave.

Be employed at a worksite where 50 or more empkye employed by the
municipality within 75 miles of the worksite.

Events Which May Entitle an Employee to FMLA Leave

FMLA leave may be taken for any one, or for a cambon of, the following reasons:
The birth of the employee’s child or to care fog hewborn child;

The placement of a child with the employee for@mm or foster care or to care
for the newly placed child;

To care for the employee's spouse, child or pglaritnot in-law) with a serious
health condition; and/or

The employee's own serious health condition thaites the employee unable to
perform one or more of the essential functionkisfor her job.

A "serious health condition” is an injury, illnessppairment, or physical or mental
condition that involves inpatient care or contirgitnreatment by a health care provider.

How Much FMLA Leave May Be Taken

An eligible employee is entitled to up to 12 wodeks of unpaid leave during a
12 month period for any FMLA qualifying reason(d)he 12 month period is the
12 month period measured forward from the dateraployee's first FMLA leave

begins. Subsequent 12 month periods begin thietiime FMLA is taken after the

completion of any previous 12 month period.

Limitation on FMLA Leave

Leave to care for a newborn or for a newly plackitd must conclude within 12
months after the birth or placement of the child.

When both spouses are employed by the Town of thrtjehey are together
entitted to a combined total of 12 workweeks of [EBMleave within the
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designated 12 month period for the birth, adopborioster care placement of a
child with the employee, for aftercare of the newbor newly placed child, and
to care for a parent (but not in-law) with a sesidnealth condition. Each spouse
may be entitled to additional FMLA leave for othe¥LA qualifying reasons
(i.e., the difference between the leave takenviddally for any of the above
reasons and 12 workweeks, but not more than & ¢dtd2 workweeks per
person).

Intermittent Or Reduced Work Schedule Leave

Intermittent leave is leave taken in separate damktime. A reduced work schedule
leave is a leave schedule that reduces an empsaygeal number of hours per workweek
or hours per workday.

Leave to care for a newborn or for a newly plackild may not be taken
intermittently or on a reduced work schedule unkbe Town of Underhill agrees
with respect to an individual leave request.

Leave because of an employee's own serious heatttiition, or to care for an
employee's spouse, child or parent with a sermadth condition, may be taken
all at once or, where medically necessary, inteemily or on a reduced work
schedule.

If an employee takes leave intermittently or aie@uced work schedule basis, the
employee must, when requested, attempt to schéukileave so as not to unduly
disrupt the Town of Underhill's operations. Wlamemployee takes intermittent
or reduced work schedule leave for foreseeablangld medical treatment, the
Town of Underhill may temporarily transfer the doyee to an alternative
position with equivalent pay and benefits for whtbe employee is qualified and
which better accommodates recurring periods ofdea

Requests for FMLA Leave

An employee should request FMLA leave by completing Employer's Request for
Leave form and submitting it to the Human Resources

When leave is foreseeable for childbirth, placemehta child or planned medical
treatment for the employee's or family member'sossrhealth condition, the employee
must provide the Town of Underhill with at least @ys advance notice, or such shorter
notice as is practicable (i.e., within 1 or 2 besis days of learning of the need for the
leave). When the timing of the leave is not foesdde, the employee must provide the
Town of Underhill with notice of the need for leaae soon as practicable (i.e., within 1
or 2 business days of learning of the need fotahee).

Required Documentation
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When leave is taken to care for a family membes, thwn of Underhill may require the
employee to provide documentation or statementamiilfy relationship (e.g., birth
certificate or court document).

An employee may be required to submit medical fteation from a health care provider
to support a request for FMLA leave for the empiyeor a family member's serious
health condition. Medical certification forms areailable from the Human Resources.

During FMLA leave, the Town of Underhill may requdabat the employee provide
recertification of a serious health condition demals in accordance with the FMLA. In
addition, during FMLA leave, the employee must jpdevthe Town of Underhill with
periodic reports regarding the employee's status iatent to return to work. If the
employee's anticipated return to work date chareges it becomes necessary for the
employee to take more or less leave than originafiticipated, the employee must
provide the Town of Underhill with reasonable net{ce., within 2 business days) of the
employee's changed circumstances and new retunoro date. If the employee gives
the Town of Underhill notice of the employee's imteot to return to work, the employee
will be considered to have voluntarily resigned.

Before the employee returns to work from FMLA ledwe the employee's own serious
health condition, the employee may be requiredutmrst a fitness for duty certification
from the employee's health care provider, with eesfgo the condition for which the
leave was taken, stating that the employee istalbiiesume work.

FMLA leave or return to work may be delayed or eeniif the appropriate
documentation is not provided in a timely manngiso, a failure to provide requested
documentation of the reason for an absence fromk waaly lead to termination of
employment.

Use of Paid and Unpaid Leave

FMLA provides eligible employees with up to 12 wakeks of unpaid leave. If an
employee has accrued paid leave (e.g., vacatickesave, personal leave), however, the
employee must use any qualifying paid leave firualifying paid leave" is leave that
would otherwise be available to the employee ferghrpose for which the FMLA leave
is taken. The remainder of the 12 workweeks of éealv any, will be unpaid FMLA
leave. Any paid leave used for an FMLA qualifyirepson will be charged against an
employee's entitlement to FMLA leave. The substituof paid leave for unpaid leave
does not extend the 12 workweek leave period.

Designation of Leave

The Town of Underhill will notify the employee thigave has been designated as FMLA
leave within 2 business days after acquiring kndgtethat the leave is being taken for
an FMLA qualifying reason. The Town of Underhillagn provisionally designate the
employee's leave as FMLA leave if the Town of Uhdehas not received medical
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certification or has not otherwise been able tdficonthat the employee's leave qualifies
as FMLA leave. If the employee has not notified Trown of Underhill of the reason for
the leave, and the employee desires that leavelrged as FMLA leave, the employee
must notify the Human Resources within 2 businesgs df the employee's return to
work that the leave was for an FMLA reason.

Maintenance of Health Benefits

During FMLA leave an employee is entitled to congd group health plan coverage
under the same conditions as if the employee hatinteed to work.

To the extent that an employee's FMLA leave is ptid employee's portion of health
insurance premiums will be deducted from the emgig/ salary. For the portion of
FMLA leave that is unpaid, the employee's portibhealth insurance premiums may be
paid at the same time as if made by payroll dedacti

If the employee's payment of health insurance puemiis more than 30 days late, the
Town of Underhill may discontinue health insuracogerage upon 15 day notice to the
employee.

Return from FMLA Leave

Upon return from FMLA leave, the Town of Underhaill place the employee in the
same position the employee held before the leaverorequivalent position with
equivalent pay, benefits and other employment terms

Limitations of Reinstatement

An employee is entitled to reinstatement only ifshe would have continued to be
employed had FMLA leave not been taken. Thus, @mpl@ee is not entitled to
reinstatement if, because of a layoff, reductiorfarce or other reason, the employee
would not be employed at the time job restoratgsdught.

Failure To Return To Work Following FMLA Leave

If the employee does not return to work followirge tconclusion of FMLA leave, the

employee will be considered to have voluntarilyigeed. The Town of Underhill may

recover health insurance premiums that the TowtJmderhill paid on behalf of the

employee during any unpaid FMLA leave except that Town of Underhill's share of
such premiums may not be recovered if the emplégeto return to work because of
the employee's or a family member's serious headihdition or because of other
circumstances beyond the employee's control. ¢h sases, the Town of Underhill may
require the employee to provide medical certifmatof the employee's or the family
member's serious health condition.
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APPENDIX E
TOWN OF UNDERHILL
HEALTH AND SAFETY POLICY

The Town of Underhill recognizes its employees asost important asset. As such, the
Town of Underhill's safety and health mission igtovide a safe and healthy workplace
for all employees and dependents, when possibke pasrity both on and off the job. The
Town of Underhill's safety and health programs geize that the safe and healthy
behavior of each employee is crucial to meeting ithission.

To help meet the goals of a safe and healthy wadeplthe Underhill Selectboard chose to
join the VLCT Health Trust Leader Program and hatal#dished a Health & Safety
Committee, ("the Committee”). The Committee wéldlop measures to gauge individual
participation in health and safety programs. Tham@ittee will evaluate employee
participation in November of each year and refuwetrtevaluations and recommendations
to the Selectboard. The Selectboard shall consiiderecommendation of the Committee
when apportioning any Leader Program proceedstliealown may realize as a result of
health and safety programs. In general, the matah employee participates in Town
health and safety programs, their percentage addre@rogram proceeds will be greater.

It is the responsibility of each employee to follawy safety procedures and to follow any
ergonomic recommendations based upon an evaluattiois/her workspace and duties. If
an employee is unsure of how to do a particulde sadely, he or she should seek further
instruction from his/her supervisor or workplacefpssional. Each employee is also
obligated to report all unsafe or unhealthy workaagditions to his/her supervisor or the
Town Administrator. It is the responsibility of e supervisor to monitor and assist
employees in the safe performance of his or heiesluncluding following ergonomic
recommendations. Safe and healthy behaviors aihablas, at work, are an expected part
of each employee's job performance.

An employee who sustains a work-related injurylloess should report it immediately to
his/her supervisor or to the Town Administrator. "FArst Report of Injury” form will be
completed by the Town and a copy given to the eyg@o This mission and policy
statement will be reviewed at least annually byUmnelerhill Health & Safety Committee
and revised when necessary to the Selectboardlote @nderhill to meet the mutually
beneficial goal of minimal workplace injuries dnésses.

Adopted by the Underhill Selectboard on the 9th afa@ctober, 2009

Stephen Walkerman, Chair Underhill Selectboard
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APPENDIX F
TOWN OF UNDERHILL
HARASSMENT POLICY

Definition

Unlawful harassment is a form of discrimination éch®n membership in a classification
protected by law. It involves behaviors that aiewed as offensive or harassing.
Examples of harassment include the following: iy comments of a sexual, racial, or
religious nature or references to an individualje,asexual orientation or disability;
aggressive bullying behaviors; inappropriate phajstontact or gestures, physical assaults
or contact that substantially interferes with agividual's work performance or creates an
intimidating, hostile or offensive working enviroemt; retaliation against an employee for
complaining about the behaviors described abovergrarticipating in an investigation of
a complaint of harassment.

Policy

The Town of Underhill will not tolerate unlawful fEssment based on race, sex, religion,
national origin, age, disability, color, ancesfplace of birth, or sexual orientation or any
other protected status defined by law. Likewisedérhill will not tolerate retaliation
against an employee for filing a complaint of hamasnt or for cooperation in an
investigation of harassment. Further, the townl wadidress complaints regarding
harassment committed in the workplace by emploggamst non-employees and by non-
employees (such as vendors, customers, board mgndat other workplace visitors)
against employees to the extent possible.

Consequence

Employees who violate this policy will be subject disciplinary action, up to and

including discharge. An employee subject to hanass is encouraged to report it before it
becomes server or pervasive. He/she shall noliéy Highway Foreman, the Town

Administrator, or the Selectboard. A prompt, thagio and impartial investigation will be

conducted and employee confidentiality will be pobéd to the extent possible. If it is
determined that unlawful harassment has occuritesl,tawn will take immediate and

appropriate corrective action.

Employees may also contact the State of VermorntrAdty's General Office 109 State
Street, Montpelier (828-3171) or the federal Edtralployment Opportunity Commission,
JFK Federal Building, 475 Government Center, BadtbA 02203, (800) 669-4000.

Adopted by the Underhill Selectboard on April 1080
Reviewed by the Selectboard, no changes made ab&d@, 2009.

By: Stephen Walker, Chair Underhill Selectboard
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APPENDIX G
TOWN OF UNDERHILL
AMERICAN WITH DISABILITIES ACT POLICY STATEMENT

General Policy

The Town is committed to complying with all applda provisions of the Americans With
Disabilities Act ("ADA"). It is the Town's policyot to discriminate against any qualified
employee or applicant with regard to any termsarddions of employment because of
such individual's disability or perceived disalildo long as the employee can perform the
essential functions of the job. Consistent witis fpolicy of nondiscrimination, the Town
will provide reasonable accommodations to a qedifindividual with a disability, as
defined by the ADA, who has made the Town awarei®br her disability, provided that
such accommodation does not constitute an unduasiiaron the Town.

Employees with a disability who believe they needasonable accommodation to perform
the essential functions of their job should contaghan resources. The Town encourages
individuals with disabilities to come forward aretjuest reasonable accommodation.

Procedure for Reguesting an Accommaodation

On receipt of an accommodation request, a membéneoHuman Resources and your
supervisor will meet with you to discuss and idgritie precise limitations resulting from
the disability and the potential accommodation ttiee Town might make to help
overcome those limitations.

The selectboard will determine the feasibility lné requested accommodation considering
various factors, including, but not limited to thature and cost of the accommodation, the
availability of funding, the Town's overall finaatiresources and the accommodation's
impact on the operations of the Town, including thgpact on the ability of other
employees to perform their duties and on the Towlnlgy to conduct provide it's services.

The selectboard will inform the employee of itsiden on the accommodation request or
on how to make the accommodation. If the accomtmuaequest is denied, employees
will be advised of their right to appeal the demisiby submitting a written statement

explaining the reasons for the request. If theiestjon appeal is denied, that decision is
final.

The ADA does not require the Town to make the lmstsible accommodation, to
reallocate essential job functions, or to providespnal use items (i.e., eyeglasses, hearing
aids, wheelchairs, etc.).

45



